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PO BOX 2050 NAVSUPI NST 4200. 94
MECHANICSBURG PA 17055-0791 SUP 21B1

29 June 1999

NAVSUP | NSTRUCTI ON 4200. 94

Subj: DEPARTMENT OF NAVY (DON) POLIClES AND PROCEDURES FOR
THE | MPLEMENTATI ON OF THE GOVERNVENTW DE COMVERCI AL
PURCHASE CARD PROGRAM ( GCPC)

Ref : (a) FAR Part 13
(b) DFARS Part 213

Encl: (1) List of Prohibited and Special Attention Itens

1. Purpose. To provide DON gui dance on policies and
procedures regarding the use of the GCPC

2. Cancellation. Chapters 6a, 6e (Interim and Chapter 8 of
NAVSUPI NST 4200. 85C.

3. Scope. This instruction applies to all DON activities
usi ng the GCPC.

4. Background. NAVSUPI NST 4200. 85C was witten to inplenent
and suppl enent the Federal Acquisition Regulation (FAR), the
Def ense Federal Acquisition Regul ation Suppl enent (DFARS) and
Navy Acqui sition Procedure Supplenent (NAPS). Chapters 6a,
6e and Chapter 8 provided gui dance on the use of the purchase
card.

5. Procedures. The procedures in this instruction are to be
foll owed unless waived in accordance wi th paragraph eight
below. This instruction should not be suppl enented except
for the use of local internal operating procedures which
shall not conflict with the guidance provi ded herein.

6. Significant Changes. The followng are the significant
changes that are incorporated into this instruction.

a. Establishing that only Governnent enpl oyees may be
desi gnat ed purchase cardhol ders;

b. Redefining hazardous materi al s;
c. CGuidance on ordering via the Internet;

d. Quidance on purchasing Foreign Mlitary Sale (FMS)
requi renents using the purchase card;
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e. A requirenent that Free-on-Board (FOB) pre-pay and add
charges resulting from purchase card orders nust be paid out of
the procurenent |ine of accounting;

f. New chapters on Letters of Agreenents (LOAs) and
Accomrodati on Check Accounts; and

g. A chapter dedicated to using the purchase card as a
met hod of paynent.

7. Request for Changes. Suggested changes to this instruction
shoul d be sent to the Commander, Naval Supply Systens Comrand
(SUP 02) via the cognizant Head of Contracting Activity (HCA),
Fl eet Assi stance and Support Team or Procurenent Managenment
Revi ew Team The suggested change nust include a statenent of
the problem the recomrended sol ution and any necessary

di scussion. This information nust be sel f-sustaining.

Addi tional supporting information may be provided as encl osures.

8. Request for Waivers or Deviations. Request for waivers or
deviations fromthis instruction are to be signed by the Chief
of the Contracting Ofice for the applicable command or office
and submtted to the Conmander, Naval Supply Systens Command
(SUP 02) via the cognizant HCA

9. Action. This instruction is effective upon receipt.

’

T. E. TRUW
By direction

Di stribution:
Navy SUPARS

Copy to:

SNDL C21; FKMR7; NAVSUP 35C (5 Copies), 02 (60 Copies),

04 (20 Copies), 09A 091, 91, 93 (5 Copies); NAVICP Mail room
(MD852)
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CHAPTER 1
Ceneral Policy and Procedures

1. Scope. This chapter provides gui dance on establishing and
managi ng GCPC prograns at DON ashore and afl oat appropri ated
fund activities.

2. Policy. The purchase card shall be used to purchase
supplies and services in accordance with FAR Part 13, DFARS Part
213, NAPS 5213, the General Services Adm nistration (GSA) SMART
PAY Contract (GS-23F-98006), this instruction, HCA instructions
and | ocal internal operating procedures.

The purchase card shall be used to buy and/or pay for al

requi renents under the mcro-purchase threshold. The purchase
card shall be used to purchase supplies and services up to

$2, 500 and construction up to $2,000. It rnust be used either as
a procurenment nethod or nethod of paynment for m cro-purchases.
In cases where the card is not used to buy or pay for a mcro-
purchase, a witten determ nation by a Senior Executive Service
(SES), flag or general officer is required prior to
acconpl i shing the purchase action. This determ nation nay be
redel egated to the senior |ocal commander or director.

The purchase card shall not be used to buy safety/safety of
flight, configuration control, weapon systemrelated parts,
sales, rental and | ease of vehicles and classified requirenents
or other requirenents that require witten contract ternms and
conditions. However, the purchase card nust be used to pay for
orders issued for mcro-purchase requirenents issued for the

cl asses of itens identified above.

The purchase card nmay be used as a nethod of paynent in
conjunction with other contracting nmethods above the m cro-
purchase threshold. The purchase card nmay be used to order
directly from Governnment required sources supply (i.e. GSA

Whol esal e Supply, Federal Prison Industries (FPl), Defense

Aut omated Printing Service (DAPS), etc.). The purchase card may
al so be used for requirenents not associated wth FAR Part 13
requirenents (i.e. training).

Pur chase cardhol ders shall screen all requirenents for their
avai lability fromthe statutory sources. Those sources include
FPI, the Javits-Wagner-O Day (JWOD) program and the Governnent
Printing Ofice.

Car dhol ders shall not split requirenments over the m cro-purchase
threshold to avoid the conpetition requirenents or break down
requirenents nmerely to make several purchase card transactions.
Splitting requirenents in that manner is an inproper use of the
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purchase card. In addition, cardholders nmust rotate mcro-
purchase requi renents anong qualified suppliers to the nmaxi mum
extent practicable.

The purchase card shall only be issued to Governnment enpl oyees
or menbers of the Armed Forces. It is DON policy that ONLY
Gover nnment enpl oyees or mlitary nmenbers may be appointed
contracting officers/purchase cardhol ders, del egated contracting
authority and act as agents of the Governnent.

Purchase Card Reengi neeri ng Menorandum #6, issued by the Under
Secretary of Defense on 20 July 1998, requires that Departnent
of Defense (DCOD)/DON activities using Electronic Conmerce or

El ectronic Data |Interchange systens (EC/EDI) that result in a
nmore cost-effective paynment process nmust devel op a Busi ness Case
Anal ysis (BCA) for each system The BCAs nust conpare the
benefits and costs of the current systemversus the use of the
purchase card as a paynent nethod. WAiver requests nust be
submtted for any operational requirenment that precludes ful

i npl enentation of the purchase card. Submttals should include
a Point of Contact (POC), telephone nunber, description of the
operational requirenent and a conplete assessnent of the
inability to use the purchase card. Detailed procedures for
witing a BCA and requesting a waiver may be found at the end of
this chapter.

The purchase card shall only be used for authorized U S

Gover nnment purchases. Intentional use of the GCPC for other
than official Governnent business will be considered an attenpt
to commt fraud against the U S. CGovernnent and may result in

i mredi ate cancel |l ation of an individual’s purchase card and
further disciplinary action. The cardholder will be held
personally liable to the Governnent for the anmount of any non-
government transaction. Under 18 U S.C. 287, m suse of the
purchase card could result in a fine of not nore than $10, 000 or
i nprisonnment for not nore than five years or both. Mlitary
menbers that m suse the purchase card may be subject to court
martial under 10 U.S.C. 932, UCM] Art. 132.

3. Definitions

a. Agency Program Coordi nator (APC). The i ndivi dual
desi gnated by the commandi ng officer or Head of Activity (HA)
who shall have overall responsibility for the managenent,
adm ni stration and day-to-day operations of the purchase card
program at the activity.

b. Approving Oficial (AO. The individual responsible for
reviewing and verifying the nonthly purchase card statenments of
t he cardhol ders under his/her purview. The AO nust verify that
all purchases were necessary and for official governnent
pur poses in accordance with applicable directives. Unless
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ot herwi se specified, the AO nust also be the Certifying Oficer
for his/her cardholder(s) and in that capacity nust certify the
monthly billing statenment and forward it to the appropriate

of fice for paynent.

c. Billing Cycle. The billing cycle is the 30-day billing
period during which cardhol ders may use their purchase card.
For DON, the billing cycle ends on the 21°' of the nonth.

d. Billing Cycle Purchase Limt. The spending limt
assi gned each cardholder’s cunul ative purchases and transactions
within a given billing cycle.

e. Bulk funding. An advance reservation of funds where a
comm tnent or obligation is recorded in the aggregate rather
t han by individual transactions.

f. Cardhol der. Any Governnment enployee who is designated
by the HA or designee to be issued a purchase card or purchase
card account. The purchase card bears the nanme/account nunber
of this individual.

g. Comonly Used Hazardous Materials (HAZMAT). For the
purpose of this instruction, commonly used HAZMAT neans
hazardous materials or products that are customarily sold to the
general public to be used for non-governnental purposes
(comrercial products) which are in the sanme size and packagi ng
found conmmercially and subject to procedures found later is this
instruction. Exanples of those materials or products include
those required on a routine basis to neet daily operational
needs; such as, lubricants, batteries, toner cartridges,
detergents, etc.

h. Contracting Oficer. Governnment enployees who have the
authority to bind the Governnent to the extent of their
del egat ed purchasing authority. Purchase cardhol ders are
provi ded that authority by their commandi ng officer or APC in
witing by the issuance of a Letter of Delegation or SF 1402
Contracting O ficer’s Warrant.

i. Credit Limt. The maxi mum dollar threshold, assigned at
the AObillTing Tevel, limting the anmount an account can have
outstanding at any one tine. The bank automatically sets the
anopunt at three tinmes the corresponding billing account 30-day
[imt.

J]. D sputes. Instances where transactions on the
cardhol der’ s statenment do not agree with entries in the log or
retained receipts. This may include circunstances where the
cardhol der did not make the transaction, the anount of the
transaction is incorrect or the quality or service is an issue.
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k. HCA. The official at one of the 23 DON conponents
i sted at DFARS 202.101 and NAPS 5202. 101 (e.g. COVWNAVSUPSYSCOM
COWNAVAI RSYSCOM etc.) who has overall responsibility for
managi ng contracting authority within his/her contracting chain
of command. They are responsible for the del egation,
redel egati on and use of contracting authority including use of
t he purchase card by DON comrands, DON activities and DON
per sonnel under his/her contracting cogni zance.

. HA  For the purposes of this instruction, the HAis the
mlitary officer in command or the civilian executive in charge
of the m ssion of a DON command or activity which has been
granted contracting authority by the cognizant HCA. The HA has
overall responsibility for managi ng the del egati on and use of
this authority by personnel under his/her comrmand.

m Purchase Card. The purchase card is the credit-card-
I i ke purchase account established with the bank that enables
properly authorized Governnment personnel to buy and pay for
supplies and services in support of official Governnent
busi ness.

n. Purchase Card Log. A manual or automated | og in which
t he cardhol der docunents screening for mandatory governnment
sources and individual transactions using the purchase card.
Entries in the purchase card | og should be supported by internal
command docunentation (i.e. request for procurenent docunent,
requisition, etc.).

The purchase card docunentation should provide an audit trai
supporting the decision to use the card and any required speci al
approval s that were obtai ned.

0. Merchant Category Code (MCC). A four-digit code
assigned to a participating purchase card vendor based on their
industry classification. APCs can |limt cardhol der transactions
by type of nmerchant by bl ocki ng out certain categories of
vendors for use by activity cardhol ders.

p. Mnthly Cardhol ders Statenent. The statenent of charges
forwarded to the cardholder at the end of the billing cycle
detailing all of the charges during that period.

g. Mnthly Billing Statenent. The nonthly billing
statenent is the official 1nvoice for paynent purposes which is
provided to the AO The billing statenent identifies all of the
purchase card transactions of his/her cardholders during a
billing cycle.

r. Services. For the purposes of this instruction,
services are firmfixed priced (including unpriced orders with
an established ceiling), non-personal, comrercially avail able
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requi renents in which the Governnment directly engages the tine
and effort of a contractor to performa task (e.g. repairs,
mai nt enance, annual maintenance agreenents, etc.).

s. Single Purchase Limt. The dollar threshold assigned to
each cardhol der for a single transaction.

t. Reconciliation. The process by which the cardhol der and
AO review the nonthly statenents, reconcile against avail able
vendor receipts and purchase card | og and aut hori ze paynment of
t hose charges provided on the nonthly billing/cardhol der
st at ement s.

u. Transaction Type. The transaction type is the nmethod by
whi ch an order 1s placed when using the purchase card. Purchase
card buys nmay be nade over-the-counter, over-the-phone or via
the internet.

4. Managi ng Departnent of Navy Purchase Card Prograns

a. Delegation of Contracting Authority. Prior to
establishing a Iocal DON Purchase Card Program activities nust
obtain a grant or delegation of authority to operate a purchase
card program The del egation should be acconplished in
accordance with the guidance provi ded bel ow,

(1) By the HCA. Al DON activities nust obtain a
del egati on of contracting authority, in accordance with the
cogni zant HCA' s procedures, prior to |ocal inplenentation of the
pur chase card program

(2) By the HA. The HA shall personally del egate
contracting authority to each potential cardhol der, or shal
del egate to one individual within the activity (e.g. the APC
the right to redel egate contracting authority to cardhol ders
within the activity.

(3) Del egation Docunent. A Letter of Del egation or SF
1402 (Certificate of Appointnment) shall be used to del egate
m cro- purchase authority or authority to use the purchase card
as a nethod of paynent under $2,500. In addition, the SF 1402
nmust be used to del egate cardhol ders the authority to use the
purchase card above the m cro-purchase threshold as provided in
this instruction. Each Letter of Delegation or SF 1402 shal
specify the followi ng information; single purchase Iimt (for
open mar ket and government sources of supply), billing cycle
purchase imt, transaction type, and limts, if any, on use as
a met hod of paynent.

In addition, activities should establish |ocal procedures for
nom nati ng and appointing APCs and AGs. As a mninmm the
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procedures shoul d include furnishing each APC and AOw th a
letter of delegation outlining the duties and responsibilities
of each position.

(4) Establishing Appropriate Authority. It is the
responsibility of the APC to ensure that each AO and cardhol der
has an appropriate grant of authority to satisfy m ssion
requi renents. Cardhol der accounts shoul d be established which
recogni ze applications for the card other than for m cro-
purchases (i.e. DAPS, training, nethod of paynent). The
cardholder limt should reflect the variety of use accordingly.
I n addition, cardhol ders and ACs shoul d be nmade aware of account
limts and be aware of procedures to revise account |imts as
functi ons change.

b. Training Requirenents

(1) Prior to the issuance of a purchase card, al
prospective cardhol ders and AGs nust receive training in DON
policies and procedures as well as local internal operating
procedures. In addition, refresher training on current DON
policies and procedures and | ocal internal operating procedures
is required at | east every two years. This will ensure that
cardhol ders and others involved in the process are aware of and
in conpliance with current DON policies, procedures and internal
oper ati ng procedures.

(2) I'n addition, the APC, prospective cardhol ders and
AGs nust successfully conplete at | east one of the foll ow ng;

(a) Navy/ Marine Corps Purchase Card Training and
| nteractive Customer assistance CD ROM

(b) Navy/ Marine Corps Purchase Card Interactive
Tutorial (web-based);

(c) NAVSUP Commerci al Purchase Card Course for
M cr opur chasers;

(d) A cognizant HCA approved purchase card course
that contains the mninmumrequirenments/curricula covered in the
NAVSUP Conmer ci al Purchase Card Course for M cropurchasers.

(3) Individuals who have taken one of the follow ng
courses have satisfied the training requirenents and are not
required to conplete any of the training discussed in paragraph
(2) above.

(a) NAVSUP Sinplified Acquisition Course;
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(b) CON 101, Contracting Fundanentals or CON 202,
I nternmedi ate Contracting or equival ent predecessor courses
(NAVSUP Sinplified Acquisition Course).

c. Establishing a Local Program

(1) Procedure. Activities wishing to establish a |ocal
purchase card program shoul d coordi nate their request through
their DON major claimant POC or Level 4 (as identified within
t he bank hierarchy) before sending their request to the bank.

(2) Internal Operating Procedures (10OP). Prior to
establishing a Tocal program commands shoul d devel op witten
i nternal operating procedures for the use of the purchase card
program by activity personnel. Each activity is responsible for
establishing its own procedures; however, devel opnent and
i npl enmentati on of the paynent procedures shoul d be coordinated
wi th the supporting Defense Finance and Accounting Service
(DFAS) Operating Location (OPLOC). All procedures nust be
within the scope of the terns and conditions of the GSA contract
and nust conply with all the procedures for and restrictions on
the use of the card in this instruction. Sanple procedures,
that may be tailored to the activities requirenents can be
found at the end of the chapter. The internal operating
procedures, as a mninmum nust address the issues |listed bel ow

(a) Designation of offices/personnel involved in the
program wi th associ ated duti es:

1. APC

2. AO

3. Cardhol der

4. Designated billing office

Conptrol ler.

o

(b) The 10OP shoul d include specific guidance on the
i nternal command processes for:

1. The purchase request process

2. Screening/docunentation requirenents

3. Solicitation and award procedures

4. Receipt inspection and acceptance of supplies/

servi ces.
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5. Any special processing requirenments
necessary to ensure appropriate obligation and expenditure of
fiscal year end funds

6. Reconciliation, verification and
certification of the cardhol der’s statenent and official invoice

7. Maintenance and retention of purchase card
records

8. Restricted purchases.

d. Cardholder’s Contracting and Account Limtations

(1) Single Purchase Limt. Each cardhol der’s purchase
card account and del egation of authority docunent shall include
a single purchase imt, alimt for the use of the purchase
card as a nethod of paynent (in accordance with Chapter 4 of
this instruction if applicable) and a limt for all other uses
as prescribed by this instruction (i.e. training, DAPS, etc)
l[imted to the command’ s/activity’'s authorized contracting
authority. Wthin the limtations described below, the HA (or
hi s/ her designee) may del egate the single purchase Iimt in
increments of $50. Normally this will be $2,500 for cardhol ders
limted to using the card as a procurenent nmethod. The single
purchase [imt when using the card with governnment sources of
supply or as a nethod of paynent for properly issued sinplified
acquisitions is $100,000; ($5 mllion for conmercial itens
i ncludi ng options; using the procedures of FAR 13.5, i.e.
purchase orders, Bl anket Purchase Agreenent (BPA) calls) and
$9, 999, 000 for orders issued agai nst GSA schedul e contracts.

The purchase card nmay be used as a nethod of paynent for
properly issued delivery orders issued against indefinite
delivery type contracts up to $9,999,000. See Chapter 4 of this
instruction for policies, procedures and specific threshold

gui dance for using the purchase card as a nethod of paynent.

(2) Billing Cycle Purchase Limt (30-Day limt). Each
cardhol der’ s account and delegation of authority shall include
his/her billing cycle purchase [imt. The billing cycle [imt
may be assigned in increments of $100 up to $9, 999, 000.

(3) MCC. A four-digit code assigned to a participating
Mast er Card vendor based on their industry classification. Each
cardhol der’ s account shall be coded to identify the types of
mer chants from whom the cardhol der is authorized to nmake
pur chases.

(4) Transaction Type. The cardhol der’s account and
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del egation of authority shall identify the transaction type
authorized (i.e., over-the-counter, tel ephone orders or via the
i nternet).

e. Using the Purchase Card

(1) Prior to making an award, the cardhol der nust;

(a) Ensure that sufficient funds are commtted by
t he financial manager and available to acconplish the
transaction. Activities should, to the maxi num extent
practicable, mnimze the steps for funds certification and
approvals. |If the activity can ensure funds certification and
approval for specific purchases or classes of purchases (i.e.
of fice supplies, information technology, etc.) a fornmal purchase
request is not required.

(b) Screen all requirenents for their availability
fromthe statutory sources of supply (i.e. JWOD/ UNI COR) and
(enclosure 1). Cardhol ders shall docunent the manual or
aut omat ed purchase card log with evidence of screening
per f or med.

(c) Docunent the solicitation information (price and
delivery quotation) received fromthe contractor. This can be
acconplished on a telecon record, buyer’s abstract or the
purchase card log. A sanmple |og showi ng the m ni numrequired
docunentation is found at the end of this chapter.

(d) Evaluate the price to determine if it is fair
and reasonable. |If the quoted price is fair and reasonable, the
car dhol der shoul d proceed with the purchase of the supplies or
servi ces.

(2) Making an award with the purchase card may be
acconpl i shed as foll ows;

(a) Over-the-counter. The cardhol der can go to the
vendor’s | ocation or place of business to nmake the purchase.

(b) Over-the-phone. The cardholder can call the
vendor and order the supplies. The contractor can then deliver
the supplies or prepare the order for governnent pickup if
aut hori zed.

(c) Viathe internet. Cardholders may place orders
via the internet if authorized by their commands. When
pur chasi ng/ ordering via the internet, cardhol ders should ensure
t hat appropriate account safeguardi ng nmeasures are taken. User
identification, authentication and encryption of data are
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i nportant factors in safeguarding cardhol der information.

Car dhol ders shoul d consi der using a browser with automatic
encryption capability (e.g., MSIE 4. X or NETSCAPE 4.X). The
user should conply with the authentication and identification
requi renents (passwords, identification, PIN#, etc.) required
by the commercial vendor from whomthe cardholder is acquiring
t he supplies.

(3) Whether the purchase is nade over-the-counter, over-
t he- phone or via the internet, the foll ow ng applies:

(a) Regardless of the nethod in which the cardhol der
uses their purchase card, the cardhol der is responsible for
saf eguardi ng the security of his/her purchase card and account
information. The card bears the cardhol der’s nanme and may only
be used by hinfher to purchase authorized supplies or services
in accordance with this instruction, the GSA SMARTPAY Contract,
the activity's internal operating procedures and the
cardhol der’ s del egation of contracting authority.

(b) I'n order to protect the integrity of the
process, a mninmumtwo way separation of functions is required
when using the purchase card (i.e. one person naking the
purchase and one person accepting and receiving the supplies or

services). |If the cardholder is picking up the material at the
contractor’s location, the end user or designated receiving
personnel should sign for final receipt. 1In the event the

cardhol der is the end user, another designated individual nust
sign the receipt.

If a second individual will not be available, the activity
shoul d have sone process to ensure the integrity of the process
(i.e. obtaining the AO s approval in advance, etc.).

(c) Merchants should be instructed not to charge
sal es tax, unless the location of the nmerchant’s business is in
a state that does not afford the federal governnent a tax-exenpt
status under its state and local laws (e.g. Arizona, Hawaii).

(d) The cardhol der shall ensure that any fee paid by
the nerchant is not added to the price of the itens (except in
overseas | ocations).

(e) The cardhol der should rem nd the vendor that
hi s/ her purchase card account may not be billed until after the
mat eri al has been shi pped or service provided.

(f) Back ordering or delivering partial quantities
shoul d be avoided. If an item nust be back ordered or a partial
gquantity accepted the nerchant nust agree to only bill for the
actual quantity shi pped.
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(g) For ease of reconciliation, cardhol ders should
ensure that all itens are delivered or picked up within the sane
billing cycle.

(h) Cardhol ders shall retain any docunmentation
received fromthe vendor as this will later be used to verify
the transacti ons shown on the cardhol der statenment. This may
i nclude a charge slip, cash register receipt, packing list, etc.
| f for sonme reason, the cardhol der does not have docunentation
of the transaction, an explanation wll need to be attached to
the statenment during the reconciliation process. In addition,
APCs, AGs and cardhol ders must maintain purchase-rel ated records
(e.g.purchase card logs, requisitions, etc) for a mninmmof 3
years and financial records (e.g.invoices, statenents, etc) for
6 years and 3 nonths.

(4) Odering JWD Products from Servmart. Lions C ubs
manage many base servmarts. However, not all products sold in
servmarts are JWOD or UNI COR products. Cardholders may fill
enmergent needs through servmarts wthin the foll ow ng purchase
thresholds. [If the purchase/order is solely for JWOD/ UNI COR
products, cardhol ders may use their cards up to $100, 000.
However, if the purchase or order is not UNICOR or JWOD or when
the order is m xed between commercial itens and UNI COR and JWOD
itenms, the threshold for purchases is $2, 500.

(5 Odering from Non-Appropriated Fund Instrunentality
(NAFI) and Exchanges. Cardholders are authorized to procure
from NAFI/ Moral e, Welfare and Recreation (MAR) organi zati ons.
Prior to ordering from NAFI/MAR organi zati ons, cardhol ders nust
screen the requirenents fromthe mandatory governnent sources of
supply. Supplies and services fromthe exchanges or NAFlIs are
not consi dered agency inventories for the purpose of this
procedure. Contracting wth NAFIs/exchanges does not
automatically establish price reasonabl eness. Cardhol ders
shoul d i ndependently determ ne the prices found at the
NAFI / exchange fair and reasonable. The rules for using
NAFI / exchanges Qutside Continental United States (OCONUS) have
not changed. Cardhol ders should be aware of the foll ow ng
[imtations on contracting with OCONUS NAFI/exchanges:

(a) The supplies provided shall be fromstock of the
exchange on hand as of the date of the order; and

(b) The order may not provide for the procurenent of
services not regularly provided by the exchange.

(6) Ordering Procedures for Unique Requirenents

(a) DON activities shall use the ordering procedures
identified bel ow when using the purchase card for the foll ow ng
requi renents:
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1. Gasoline or oil for DON-owned aircraft.
Cardhol ders may not use their card to procure gasoline and oi
for DON vessels and vehicles unless the requirement falls within
the following criteria: Continental United States (CONUS)/
Al aska | ocations- |less than 10,000 gallons required annually and
overseas/ Hawaii- |ess than 20,000 gal lons required annually.
These anounts are beneath the ceiling provided for in the
Contract Bulletins issued by Defense Fuel Supply Command (DFSC)
Requi rements over the established anmounts shall be procured by
DFSC.

2. Hazardous Materials. Except for those
materials defined as comopnly used hazardous materials in
paragraph (h) (definitions) where the purchase card is used as a
st and- al one net hod of procurenent, HAZMAT shall not be
purchased. Purchases of commonly used HAZMAT shall conply with
the foll ow ng procedures:

a. The end user/cardhol der nmust conply with
established | ocal base or activity procedures for the
procurenent and use of HAZMAT. Such procedures shall, at a
m ni mum require screening the requested material against the
activity's Authorized Use List (AUL) and approval by the
desi gnat ed HAZVAT official of a contractor-provided Mteri al
Safety Data Sheet (MSDS). (The cardhol der shall not procure
materials not listed on the activity AUL).

b. The cardhol der nust obtain pre-award
approval by submitting a copy of a current contractor-provided
MSDS al ong with the purchase request to the designated HAZVAT
official. If the product is not on the activity AUL, the
cardhol der nmust process the requirenent through the Safety and
Envi ronnmental O fice.

c. The cardhol der shall make avail able the
appropriate MSDS to the product user.

d. The cardhol der shall notify the HAZMAT
coordi nator of receipt of hazardous materials.

e. |f the HAZVMAT official approves the
pur chase, the cardhol der should instruct the vendor that change
in the material approved under this purchase is not permtted
and the shipping contai ner nust be | abeled in accordance with
direction in the Hazard Comruni cation Standard (29CFR 1910. 1200
et. seq.).

3. Unpriced services. Unpriced services may be
obt ai ned using the purchase card when the cardhol der can
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establish, in communication with the vendor, a ceiling price
that will not be exceeded by the contractor. This authority is
limted to services in which the comrercial marketpl ace sets the
mar ket prices for services and those market prices are
identified in the cardhol der docunentation along with the
established ceiling price (e.g. copier repair, fax machi ne
repair, etc.).

4. FMs. Cardhol ders may use the purchase card to
procure supplies and services in support of FMS prograns. The
procedures for using FM5S case funds in conjunction with the
purchase card is as follows:

o a. Material purchased nust be tracked to a
specific FM5S requisition or country/case/ docunent nunber in an
aut hori zed accounting system and

b. Proof of shipnment nust be docunented to
support possi ble Supply Di screpancy Report processing.

f. Receipt and Acceptance of Supplies/ Services Using the
Purchase Card. It is the cardholder’s responsibility to verify
recei pt of all transactions. Were the purchase cardholder is
bill ed but does not receive the supplies or services at the tinme
of the receipt of the official invoice, the cardhol der nust
fully certify the invoice with the anticipation that
confirmation of receipt will occur within the next billing
cycle. |If the supplies or services are not received within the
next billing cycle the cardhol der nust dispute the item using
establ i shed di spute procedures. |In addition, the cardhol der
must also certify that the quantity and quality of the itens
furni shed are in accordance with the agreenent with the vendor.
| f recei pt docunentation is not avail able, the cardhol der nust
contact the end user, central receiving departnent or other
person(s) responsible for receipt to obtain verification that
the supplies or services have been received. The purchase card
| og or purchase file docunentation nust be annotated to indicate
t hat proper recei pt and acceptance has been acconpli shed.

g. Reconciling Purchase Card Accounts

(1) Invoice Certification. Reconciliation procedures
may vary due to programrequi renents existing at individual
commands. However, as a mninmum conmmands shoul d ensure that
their procedures conply with established bank procedures, this
i nstruction and procedures promul gated by Assistant Secretary of
t he Navy (Financial Managenent & Conptroller).

(a) Cardholder. At the end of each nonthly billing
cycle, the cardholder shall reconcile the transactions appearing
on his/her nonthly statenment by verifying their accuracy agai nst
cardhol der records. The cardhol der shall review all information

1-13



NAVSUPI NST 4200. 94
29 June 1999

on the nonthly statenment, verifying changes, credits,

out standi ng di sputes and refunds within five days of receipt.

| f the cardhol der fails to review the nonthly statenent,

i ncl udi ng annotating any di screpancies, disputing inproper
charges, or signing and forwarding it to the AO or designated
alternate within the five day period, the AO or designated
alternate shall presune that all charges are proper and certify
the nonthly invoice for paynent.

The purchase cardhol der nmust notify the AOin witing within
five days of receipt of the nonthly statenent if there are

di screpancies in the statenent. The cardholder is ultimately
responsi bl e for purchase card transacti ons being proper and for
notifying the AO of any information he/she has know edge of that
i npacts on the propriety of certifying the nonthly invoice for
paynment. |If transactions or credits are not included on the
current statenent, the cardholder nust retain the applicable
docunentation until the transaction or credit appears and can be
reconcil ed. The cardhol der nust then sign the statenent, attach
all supporting docunentation and forward the package to their AO
or designated alternate.

| f the cardholder is unable to review the statenment at the tine
it is received, the AO designated alternate or APC is
responsi ble for reviewing and certifying the cardhol der’s
monthly statement. The cardhol der, upon his/her return, reviews
the nonthly statenent and resol ves any discrepancies with the
AO.

(b) AO The AOis responsible for ensuring that al
purchases nmade by the cardhol der(s) wi thin his/her cogni zance
were appropriate and the charges are accurate. He/she nust
resol ve all questionable purchases with the cardholder. 1In the
event an unaut horized purchase is detected, the AO nust notify
the APC and ot her appropriate personnel wthin the command in
accordance with the command |1 OP. After review, the AOw Il sign
the cardhol der’s nonthly statenment of account and naintain the
docunentation in accordance with agency procedures. In
addition, the AOis also responsible for certifying the nonthly
invoice resulting fromthe purchases/transacti ons of the
cardhol ders within his/her account structure.

The AO is responsible for review ng and certifying the nonthly
purchase card invoice within five days of receipt fromthe
cardhol der and forwarding it to the appropriate DFAS OPLOC or
billing office. As the certifying officer the AOis responsible
for tinely certification of the nonthly invoice. The AOis to
presune that all transactions on the nonthly statenent are
proper unless notified in witing by the purchase cardhol der
within five days fromthe cardhol der’s receipt of his/her

mont hly statenent. The presunption does not relieve the AO from
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reviewi ng for blatant inproper purchase card transactions and
taking the appropriate action prior to certifying the invoice
for paynent.

h. Review of Local Prograns

(1) Internal Review Sem -annual reviews of the
activity purchase card program nust be acconplished to ensure
t hat adequate | ocal internal controls are in place. The
integrity of the | ocal program depends on the APC or designee
performng a sem -annual review of the activity purchase card
program The revi ew shoul d consist of an eval uation of |ocal
operating procedures to ensure that cardhol ders and ACs are
operating within the prescribed conmand controls. A report of
the review should be submtted to the organi zational APC (if
performed by other personnel) who should initiate appropriate
action as necessary to inprove the |ocal programor correct
speci fic problem areas.

The followi ng areas nust be covered in any Purchase Card Program
Revi ew.

(a) Review of internal operating procedures to
ensure conpliance with current DOD/ DON regul ati ons and
di rectives;

(b) Program conpliance with applicable training
requirenents;

(c) Appropriate del egations of authority;

(d) Integrity of purchase request process;

(e) Conpliance with m cro-purchase procedures;

(f) Receipt, inspection and acceptance procedures;
(g) Invoice certification process;

(h) Pronpt paynent procedures;

_ (i) Internal procedures to resolve disputes and
nmoni tor command del i nquenci es;

(j) Procedures to review Letters of Agreenent (LQOAs)
and orders agai nst LOAs; and

(k) Use of the purchase card as a paynent nethod.

(2) HCA Review. The HCA or designee who granted
contracting authority shall review the conmand | evel prograns as

1-15



NAVSUPI NST 4200. 94
29 June 1999

part of the Procurenent Managenent Revi ew Program

5. Financial Managenment Requirenents for Use of the Purchase
Card

a. Funding requirenents. DON activities shall bulk fund
all purchase card transactions in accordance with the USD( C)
Purchase Card Reengi neeri ng Menorandum #3: Stream i ned
Fi nanci al Managenent Procedures dated 27 March 1997. The USD C)
has aut horized an exception frombulk funding to DON activities
with electronic interfaces between their purchase card
managenent/reconciliati on system accounting system and the bil
payi ng system (i.e. ClTIDI RECT).

b. Certifying Oficers. DON activities participating in
t he GCPC program may nom nate and appoint AGCs as certifying
officers in accordance with Purchase Card Reengi neering
Menorandum #1: Certifying O ficer Quidance dated 17 Cctober
1996. Wthin five days of receipt, the AO shall review and
approve the nonthly cardhol der statenents, as well as review and
certify for paynment the nonthly billing statenent which is a
summary invoice of all transactions of the cardhol ders
establ i shed under the AO s account.

DON organi zations wishing to centralize certification of the
monthly billing statements shall submt requests via their major
command with a copy to NAVSUP (Code 02), to Assistant Secretary
of the Navy for Financial Mnagenent and Operations who wl|
review and validate requests for waiver to the DOD Policy.
Approved requests will be forwarded to the USD(C) for final
approval. The centralizing of the certification process does
not elimnate invoicing at the AO |l evel or the requirenent for
ACs to review the statenments of cardhol ders under their purview.

c. Pay and Confirm DON activities operating a purchase
card program shall as part of their financial managenent program
institute pay and confirm procedures. Pay and confirm
procedures are used in instances where cardhol ders have been
billed and have not received the itens ordered. The cardhol der

shall pay the invoice in full in anticipation that the supplies
will be received within the next billing cycle. [|If the supplies
are not received within the next billing cycle, the cardhol der

wll then dispute the item using established di spute procedures.
Pay and confirm procedures al so include danaged itens received

which are still under warranty, where the contractor confirns
he/she will replace, nodify or repair within the next billing
cycl e.

6. Transportation Considerations Wen Using the Purchase Card

a. Transportation Terns
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(1) Free-on-Board (FOB) Destination. FOB destination
means the vendor pays the cost of transportation and includes it
in the cost of the item Cardholders should attenpt to obtain
FOB destination shipnent terns.

(2) FOB Oigin. FOB origin or pre-pay and add neans
the contractor bills for shipping and adds the cost as a
separate line item Cardhol ders should not accept FOB origin
terms. In cases where the cardhol ders nust accept FOB origin
terms, any transportation charges will be paid fromthe
procurenent |ine of accounting.

b. CONUS Shipnents. (Vendor Receiving and Expediting
Pr ogr am ( VREP)

ng material,

(1) When a contractor within CONUS is shipp
[l owi ng

the contractor should be advised to include the fo
informati on on the shipping | abel:

(a) Conpl ete MARK FOR address including the
cardhol der’s U C, address and departnental nanme or code for
which the material is being procured;

(b) Requisition/order nunber or other reference
nunber provi ded by the cardhol der; and

(c) Merchant’s nanme and address.
(2) Additionally, a shipping docunent or packing slip
shoul d be included in each package with the foll ow ng
i nformati on:
(a) Merchant’s nane and address;
(b) Date of order;

(c) Requisition nunber/job order nunber or other
ref erence nunber provided by the cardhol der;

(d) Date of delivery or shipnent;

(e) Itemzed list of supplies furnished, including
quantity;
(f) Cardhol der’s nanme, code and phone nunber; and

(g) Conplete MARK FOR address including U C and
address of end user.

c. Required Shipping Information when Material is for a
U.S. Navy Ship, Navy Mobile Unit or Overseas Activity. The
preferred nethod for the shipping of purchase card procured
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material overseas is the U S. Postal Service (USPS) and the
purchaser’s fleet post office (FPO address. |If shipnment is not
made via USPS, cardhol ders are strongly encouraged to use the
Def ense Transportation System (DTS). The follow ng information
shoul d be provided for the applicable transportation nethod;

(1) When material is being shipped via USPS, the
follow ng i nformati on shoul d be included on the shipping | abel:

(a) Conpl ete MARK FOR address including the
cardhol der’s U C, FPO address and departnental nanme or code for
which the material is being procured.

(b) Requisition/order nunber, Transportation Control
Nunber (TCN) or other reference nunber provided by the
car dhol der; and

(c) Merchant’s nanme and address.

(2) If the procured itemis shipped via the DTS (i.e.
using the Air Mbility Command (AMC) Channel m ssions or
schedul ed sealift container services to overseas destinations),
t he purchaser nust provide the following information for the
merchant to place on the shipping | abel:

(a) Conpl ete MARK FOR address, including the
cardhol der’s U C, FPO address and departnental nane or code of
the activity for which the material is being procured.

(b) TCN (which normally consists of the procuring
activity’ s requisition nunber, and three character M LSTAMP
suffix), requisition nunber (if not provided in TCN), order
nunber or other reference nunber assigned by the cardhol der;

(c) Transportation Account Nunmber (TAC). The TAC
utilized for purchase card procured material through DTS is
N820, a Navy Service-Wde Transportation First Destination TAC.
The use of TAC N820 is strictly limted to the novenent of
purchase card procured material itenms froma M LSTAMP desi gnat ed
Aerial or Water Port of Enbarkation (APOQ WPCE) to a cardhol der
activity when the activity is overseas, including deployed ships
or nobile units. This TAC shall not be used for paynent of
transportation charges for donmestic (including Al aska, Hawaii or
Puerto Rico) shipments. The funding account paying for the
purchase wi ||l pay for any associ ated transportation charge that
has been added by the vendor. |Its use is strictly limted to
t he novenent of a purchase card procured itemfroma M LSTAMP-
desi gnat ed APCE/ WPCE to a cardhol der activity when the activity
i's overseas including deployed ships and nobile units. |t shal
NOT be used for paynent of transportation charges for donestic
(i ncluding Al aska, Hawaii and Puerto Ri co) shipnents;
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(d) Transportation Priority (TP) and Required
Delivery Date (RDD). TPl and TP2 for air shipnents via AMC and
TP3 for surface (container) shipnents. |If the RDDis not cited
in a TPl or TP2 shipnent, the material wll be diverted to a
surface (water) carrier in accordance with MLSTAMP policy. An
appropriate three digit Julian date or M LSTAMP RDD for the
coinciding TP is to be used (i.e. TP1/999, TP1/ NOs, TP2/ 777,
etc.);

(e) The shipping | abel should al so include:

Merchant’ s nane and address;

Consi gnee/ SH P TO address (DTS transshi pnent
point). Itens wll be consigned to one of the foll ow ng
transshi pnment points for entry into the DTS:

(f) For material entering a DIS Port of Enbarkation

(PCE) on the east coast (i.e. Norfolk Naval Air Term nal or
Norfol k Water Freight Term nal), consign and | abel as foll ows:

SH P TO N45750

VREP CONTRACTOR

TCN TAC/ TP/ RDD/ MARK For Ul C**

8349 Al R CARGO ROAD

BU LDI NG LP-117

NAVAL Al R STATI ON

NORFOLK, VA 23511-4496
** Exanpl e:  V1234583300100XXX/ 820/ TP2/ 777/ V12345

(g) For material entering a DIS PCE on the west
coast, consign and | abel as foll ows:

SH P TO DDIC CCP W62N2A

TCN TAC/ TP/ RDD Mark for Ul C+*

Def ense Di stribution Depot

San Joaqui n Sharpe Site

CCP Operations Bldg 208 (B-1) Sec 6
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700 East Roth Rd

French Canp, CA 95231
** Exanple: R54321-8330- 0100XXX/ 820/ TP2/ R5432
For any itens that may require special handling, (e.qg.
tenperature controlled or signature service), contact the Nava
Transportation Support Center Fleet Locator at 757-444-7381/
DSN 564- 7381 for shipping and routing information.
Advance notification of the information contained in paragraph
6¢c above should be forwarded via letter or Naval nessage by the
cardhol der to the appropriate transshi pnent point to ensure
proper routing upon material receipt and to preclude frustration
of material:

d. Regardless of which nmethod of shipping is utilized, the
vendor rnust include a packing slip inside each shipnent with the
foll ow ng information:

(1) Merchant’s nanme and address;
(2) Date of order;
(3) Date of delivery or shipnent;

(4) Itemzed list of supplies furnished, including
gquantities;

(5 MARK FOR address, including UC FPO address of the
activity for which the material is being procured;

(6) Requisition nunber or other reference nunber issued
by the procuring activity
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LOCAL | NTERNAL OPERATI NG PROCEDURES FOR USE W TH THE
GOVERNVENT PURCHASE CARD PROGRAM

( SAMPLE)
1. Ceneral

a. The DON has issued a Task Order (#0003) under the GSA
SMARTPAY Contract (#GS-23F-98006) to obtain purchase card
services from G tiBank. These internal operating procedures
provi de gui dance on the appropriate use of the purchase card by
(insert nane of command) personnel.

The policy of (insert nanme of conmand) is to use the purchase
card for all supplies and services at or bel ow the m cro-

pur chase threshold ($2,500) as either a procurenent nmethod or a
met hod of paynent. All purchases nust be acconplished in
accordance with FAR Part 13, DFARS 213, NAPS 5213, NAVSUPI NST
4200.94, the GSA contract and this internal operating procedure.

(I'nsert nanme of conmmand) purchase cardhol ders shall only use the
purchase card for authorized purchases in accordance with this
i nternal operating procedure.

b. Definitions

(1) APC. The individual designated by the Comrandi ng
Oficer or HA who shall have overall responsibility for the
managenent, adm nistration and day to day operations of the
purchase card program at the activity.

(2) AO The individual responsible for review ng and
verifying the nonthly purchase card statenments of the
cardhol ders under his/her purview The AO nust verify that al
purchases were necessary and for official governnment purposes in
accordance with applicable directives. Unless otherw se
specified the AO nust also be the Certifying O ficer for his/her
cardhol der(s) and in that capacity nust certify the nonthly
billing statenent and forward it to the appropriate office for
payment .

(3) Billing Cycle. The billing cycle is the 30-day
billing period cardholders may use their purchase card. For DON
the billing cycle ends on the 21% of the nonth.

(4) Billing Cycle Purchase Limt. The spending limt
assi gned each cardholder’s cunul ative purchases and transactions
with a given billing cycle.
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(5) Bulk funding. An advance reservation of funds where
a commtnment or obligation is recorded in the aggregate rather
t han by individual transactions.

(6) Cardholder. Any CGovernnent enployee who is
desi gnated by the HA or designee to be issued a purchase card or
purchase card account. The purchase card bears the nane/account
nunber of this individual.

(7) Commonly Used HAZMAT. For the purpose of this
instruction, commonly used HAZMAT neans hazardous materials or
products that are customarily sold to the general public to be
used for non-governnental purposes (comrercial products) which
are in the sane size and packagi ng found commercially and
subject to procedures found later is this instruction. Exanples
of those materials or products include those required on a
routine basis to neet daily operational needs; such as,
| ubricants, batteries, toner cartridges, detergents, etc.

(8) Contracting Oficer. Governnment enployees who have
the authority to bind the Governnent to the extent of their
del egat ed purchasing authority. Purchase cardhol ders are
provi ded that authority by their commandi ng officer or APC in
witing by the issuance of a Letter of Delegation or SF 1402
Contracting O ficer’s Warrant.

(9) Credit Limt. The maxi mum doll ar threshold assigned
at the AObillTing Tevel limting the anobunt an account can have
outstanding at any one tine. The bank automatically sets the
anopunt at three tinmes the corresponding billing account 30 day
[imt.

(10) Disputes. Instances where the transactions on the
cardhol der’s statenments do not agree with entries in the |log or
retained receipts. This may include circunstances where the
cardhol der did not make the transaction, the anount of the
transaction is incorrect or the quality or service is an issue.

(11) HCA. The official at one of the 23 DON conponents
listed at DFARS 202.101 and NAPS 5202. 101 (e.g. COWAVSUPSYSCOM
COWMNAVAI RSYSCOM etc.) who has overall responsibility for
managi ng contracting authority within their contracting chain of
command. They are responsible for the del egation, redel egation
and use of contracting authority including use of the purchase
card by DON conmands, DON activities and DON personnel under
hi s/ her contracting cogni zance.

(12) (HA). For the purposes of this instruction, HAis
the mlitary officer in command or the civilian executive in
charge of the mi ssion of a DON command or activity that has
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been granted contracting authority by the cogni zant HCA and has
overall responsibility for managi ng the del egati on and use of
this authority by personnel under his/her comrmand.

(13) Purchase Card. The purchase card is the credit-
card-1i ke purchase account established with the bank that
enabl es properly authorized Governnent personnel to buy and pay
for m ssion requirenents.

(14) Purchase Card Log. A manual or automated | og on
whi ch the cardhol der docunents screening for nmandatory
government sources and individual transactions using the
purchase card. Entries in the purchase card | og should be
supported by internal command docunentati on.

The purchase card docunentation should provide an audit trai
supporting the decision to use the card and any required speci al
approval s that were obtai ned.

(15) MCC. A four-digit code assigned to a participating
purchase card vendor based on their industry classification.
APCs can |imt cardhol der transactions by type of nerchant by
bl ocki ng out certain categories of vendors for use by activity
car dhol ders.

(16) Monthly Cardhol ders Statenent. The statenent of
charges forwarded to the cardholder at the end of the billing
cycle detailing all of the charges during that period.

(17) Monthly Billing Statement. The nonthly billing
statenent is the official 1nvoice for paynent purposes which is
provided to the AO The billing statenent identifies all of the
purchase card transactions of his/her cardholders during a
billing cycle.

(18) Services. For the purposes of this instruction,
services are firmfixed priced (including unpriced orders with
an established ceiling), non-personal, comrercially avail able
requirenents in which we directly engage the tine and effort of
the contractor to performa task. (e.g. repairs, maintenance,
annual mai ntenance agreenents, etc.).

(19) Single Purchase Limt. The dollar threshold
assigned to each cardhol der for a single purchase/ paynent
action.

(20) Reconciliation. The process by which the
cardhol der/AO review their nonthly statenments, reconcil e against
avai | abl e vendor recei pts and purchase card | og and authori zs
paynment of those charges provided on the nonthly statenent.
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(21) Transaction Type. The transaction type is the
met hod by which an order 1s placed when using the purchase card.
Purchase card buys may be nmade over-the-counter, over-the-phone
or via the internet.

c. Designation of offices under Purchase Card Program (This
par agraph should be tailored to the specific command
ci rcunst ances)

(1) APC. (Insert local responsibilities of APC). As a
m ni mum the specific duties should include managenent and over -
si ght of | ocal program

(2) AO Include as a mnimm duties as Certifying
O ficer and requirenent to review cardhol der’s nonthly purchase
card statenents.

(3) Cardhol der. Person authorized to use the purchase
card to buy/pay for supplies or services.

(4) Designated Billing Ofice. Designated DFAS OPLOC
(I'nsert supporting OPLOC).

(5) Conptroller. Financial/Conptroller person
responsi bl e for managi ng command fundi ng. Conptroller and APC
shoul d work together to ensure funds approval process is
streanlined to the maxi num extent practicable. |In addition,
conptroller and APC nust coordinate efforts to establish account
limts for AGs and cardhol ders.

2. Establishing Local Accounts

a. The APC for (insert nanme of command) is M./ M./ Ms
XXXXX XXXXXX.  Hel/she is the command POC for providing
managenent and over-sight for the (insert name of command)
Purchase Card Program In addition, he/she is the conmand POC
for establishing purchase card accounts.

(1) Prior to establishing purchase card accounts for
| ocal command personnel the APC will ensure that the prospective
cardhol der has received proper training in;
- Standards of conduct

- DON purchase card training (CD ROV cl assroom
training/etc)

- Internal operating procedures.
(2) Personnel wi shing to becone purchase cardhol ders
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shal | ;

- Provide a request to the APC (ldentifying any required account
[imts)

- Attend DON required training including training on |ocal
procedures (Contact APC for internal training requirenents)

- Obtain a Letter of Delegation or Contracting Oficer’s warrant
(SF 1402) fromthe APC

b. Cardhol der Account Limts. Use of the purchase card at
(insert conmmand nane) is subject to a single purchase Iimt
normal ly $2,500, a nonthly cardholder limt and a nonthly office
l[imt. The purpose of these dollar limts is as foll ows;

(1) Single Purchase Limt. The single purchase Iimt is
alimtation on the purchase authority delegated to the purchase
cardhol der by the HA (or designee). This dollar I[imt cannot be
exceeded unl ess a revised del egation of authority is issued to
t he cardhol der raising his/her limt.

(2) Billing Cycle Purchase Limt. The billing cycle
cardholder Iimt is the spending imt assigned the purchase
cardhol der’ s cunul ative purchases in a billing cycle.

(3) Billing Cycle Ofice Limt. The nonthly billing
cycle office Iimt 1s the Iimt assigned the AO for the
cunmul ative totals of the purchase cardhol ders reporting to them

3. | nt ernal Processes

a. Purchase Request Process. (lInsert comrand nane)
cardhol ders shall ensure that sufficient funds are conmtted by
the financial manager and available to neet the requirenent of
t he purchase card action. (If there is additional |ocal command
policy insert the |ocal command policy here. As a m ninmumthe
| ocal command policy should provide AGCs/purchase cardhol ders
gui dance on how to obtain funding approval s.)

b. Screening. (lnsert command nane) purchase cardhol ders
are required to screen all requirenents fromthe statutory
sources of supply (e.g., JWOD)UNICOR). In addition, the
screeni ng nust be docunented on manual or automated | og.
(I'nsert any command specific screening requirenents in
appl i cabl e)

c. Solicitation and Award Procedures

(1) Solicitation Procedures. (Insert nane of command)
pur chase cardhol ders are authorized to use the purchase card
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ei ther over-the-counter, over-the-phone or via the internet (APC
can limt to one or authorize all). Quotations of price and
delivery for mssion requirenents shall be obtained from
contractors and docunented in the manual or automated | og. (See

sanpl e) .

(2) Award Procedures. (Insert name of command)
purchase cardhol ders shall only award purchase card orders to
responsi bl e contractors who offer fair and reasonabl e prices.

In addition, all purchase card awards shall be docunented on the
purchase cardhol ders | og (either manual or automated).

d. Receipt and Acceptance Procedures. (lInsert nanme of
command) purchase cardhol ders are responsible for verifying
recei pt of all transactions. Were the purchase cardholder is
bill ed but does not receive the supplies or services at the tinme
of the receipt of the official invoice, the cardhol der nust
fully certify the invoice with the anticipation that

confirmation of receipt will occur within the next billing
cycle. |If the supplies or services are not received within the
next billing cycle the cardhol der nust dispute the item using

est abl i shed di spute procedures. The cardhol der nmust al so
certify that the quantity and quality of the itens furnished are
in accordance with the agreenent with the vendor. The
cardhol der nust save all receipt docunentation in order to
properly reconcile the purchase card statenent at the end of the
billing cycle.

I f recei pt docunentation is not avail able, the cardhol der nust
contact the end user, central receiving departnment or other
person or persons responsible for receipt to obtain verification
that the supplies or services have been received. The purchase
card log or purchase file nust be docunented to indicate that
proper recei pt and acceptance has been acconplished. (Activity
should insert any specific | ocal receipt and acceptance gui dance
her e)

e. Mssing Docunentation. |If for some reason the
cardhol der does not have docunentation of the transaction to
send to the AO, he/she nust attach an explanation that includes
a description of the item the date purchased, the nerchants
name and why there is no supporting docunentation.

f. Reconciling Purchase Card Accounts

(1) Purchase Cardhol ders. (lnsert command nane) purchase
cardhol ders shall at the end of each billing cycle (the 21° of
the nonth for DON cardhol ders) reconcile the transactions
appearing on his/her nonthly statenents by verifying their
accuracy agai nst cardhol der records. The cardhol der shall review
all information on the nonthly statenent, verifying any changes,
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credits, outstanding disputes or refunds within five days of
receipt. |If the cardholder fails to review the nonthly
statenent, including annotating any discrepancies, disputing

i nproper charges, or signing and forwarding it to the AO or
designated alternate within the five day period, the AO or
designated alternate shall presune that all charges are proper
and certify the nonthly invoice for paynent. The cardholder is
ultimately responsi ble for purchase card transactions being
proper and for notifying the AO of any information he/she has
knowl edge of that inpacts on the propriety of certifying the
monthly invoice for paynent. |f transactions or credits are not
i ncluded on the current statenent the cardhol der nust retain the
appl i cabl e docunentation until the transactions or credit appears
and can be reconciled. The cardhol der nust then sign the
statenment and forward the package to his/her AO or alternate. |[f
the cardholder is unable to review their statenent in a tinely
manner, the AO or alternate or APC nmust review and certify the
cardhol der’s nonthly statenment. The cardhol der upon his return
must review the nonthly statenment and resol ve any di screpanci es
with the AO or APC

(2) AO (lInsert command nane) AGs unl ess ot herw se
specified shall be the certifying officer for his/her
cardhol ders nonthly invoice. The AOQcertifying officer is
responsi ble for ensuring that all purchases made by the
cardhol ders within his/her cognizance were appropriate and the
charges accurate. He/she nust resolve all questionable
purchases with the cardholder. |In the event an unauthorized
purchase is detected, the AO nust notify the APC and ot her
appropriate personnel with the command in accordance with the
command | OP.

After review, the AOw Il sign the cardholder’s nonthly
statenment of account and maintain the docunmentation in
accordance w th agency procedures.

In addition, the AOis also responsible for certifying the
monthly invoice resulting fromthe purchase/transacti ons of the
cardhol der’s wthin his/her account structure. The AO is
responsi ble for reviewing and certifying the nonthly purchase
card invoice wthin five days of receipt fromthe cardhol der
andforwarding it to the appropriate OPLOC or billing office. As
the certifying officer the AOis responsible for tinely
certification of the nonthly invoice. The AOis to presune that
all transactions on the nonthly statenent are proper unl ess
notified in witing by the purchase cardholder within five days
fromthe cardhol der’s recei pt of his/her nonthly statenent. The
presunption does not relieve the AO fromreview ng for blatant

i nproper purchase card transactions and taking the appropriate
action prior to certifying the invoice for paynent.
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4. Restrictions of the Use of the Purchase Card. (See
encl osure (1).

5. Unaut hori zed Uses of the Purchase Card

a. A cardhol der who makes unaut hori zed purchases or who
uses the card in an inappropriate manner may be liable to
(itnsert the command nane) for the total anount of the
unaut hori zed purchases made in connection with m suse or
negl i gence.

b. Unauthorized use of the card may al so i nclude the use of
the card by anyone ot her than the cardhol der identified on the
front of the purchase card.

6. Lost or Stolen Cards
a. Telephone Notification. |If a purchase card is |ost or

stolen the (insert name of command) cardhol der nust inmmediately
notify CitiBank at the foll om ng phone nunber.

Citi Bank Custoner Service - 800-790-7206
b. Witten Notification. |In addition, on the next working
day the cardhol der nmust notify the APC and his/her AGs. The
notification shall include the follow ng information;

- the card nunber;

- the cardhol der’s conpl ete nane;

- the date and |l ocation of the |oss;

- if stolen, date reported to police and the date and tine
Citibank was notified;

- any purchases nmade on the card the day the card was stol en;

- any other pertinent information.

7. Separation of Cardhol der

Upon separation from (insert comrmand nane), the cardhol der w |
notify his/her AO of the expected date of |eaving. |In addition,
prior to final signing out from (insert conmand nane) the
cardhol der will surrender their purchase cards to the APC. The
APC will notify G tiBank to have the account cancell ed.

8. Billing Errors and Di sputes

a. Cardholders should attenpt to resolve all discrepancies
or billing errors with the |Iocal nerchant first.

b. If a cardhol der receives a nonthly statenent that lists
a transaction for itens that have not been received he/she
shoul d do the foll ow ng;
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(1) Under Pay and Confirm procedures, pay the invoice in
full in anticipation that the supplies will be received within
the next billing cycle. If the supplies are not received, the
purchase cardholder will dispute the itemusing established
di spute procedures.

(2) If the charges are not authorized or itenms have not
been shi pped the purchase cardhol der nust dispute the charges.
Al'l charges nmust be disputed within 60 days of the receipt of
the invoice on which the charge first appeared.

c. Defective Itens. |If the itens purchased are defective
t he cardhol der should attenpt to obtain a replacenent or
correction of the itemfromthe nerch